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Paraprofessional Series

This is a multi-part part series offered for paraprofessionals. 
Verification of orientation training necessary for each 
paraprofessional to perform duties as assigned is present. The 
Federal Regulations and the Missouri Office of Special Education 
Compliance Standards and Indicators indicate that paraprofessionals 
who do not hold teaching certificates are required to have received 
fifteen clock hours of training within six months of hire including 
orientation and initial training prior to working with the student. A 
minimum ten clock hours each school year thereafter is also 
required.   
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Objectives
3

Part 3 of this series will provide information about: 

Åorganizational structure of the school district; and

Ålearn how to effectively communicate with students 
and adults.



Guide to this Webinar

Handouts: 
ÅHO #1 ςGuided Notes for Strategies for 

Communicating with Students 
ÅHO #2 ςCommunication Log
ÅHO #3 - Information From Today 
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Organizational Structure5



Organizational Structure

Each district has a unique structure that helps them do 
business.

It is important to know the structure of the district.

Examples: 

ÅBoard of Education

ÅSuperintendent

ÅAssistant Superintendent/Director of Special Education

ÅBuilding Principals

ÅAssistant Principals

ÅTeachers

ÅStaff
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Organizational Structure and Evaluation 
Process

7

ÅAll paraprofessionals participate in a personnel 
evaluation process

ÅThe district decides how often this occurs 

ÅIt may be once or twice a year 

ÅThe district determines who will conduct the 
evaluation

Do you know the evaluation process in your district? 
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When Communicating

9

ÅAvoid specifics.

Å5ƻƴΩǘ ŘƛǎǘƻǊǘΣ ŜȄŀƎƎŜǊŀǘŜΣ ƻǊ ŎƻƴŦǳǎŜ ƛƴŦƻǊƳŀǘƛƻƴΦ

ÅAlways be positive and focus on strengths.

Å5ƻƴΩǘ ƭŀōŜƭ ŎƘƛƭŘǊŜƴ ŀǎ άȅƻǳǊ ǎǘǳŘŜƴǘǎΦέ

ÅAvoid using student names.

ÅDevelop a standard response.

ÅRefer questions to the teacher.

ÅLŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŀƴǎǿŜǊΣ ƻǊ ŀǊŜ ǳƴǎǳǊŜΣ ǘƘŜƴ 
ŘƻƴΩǘΦ

Adapted from  The Master Teacher, PDXPERT



Communication and Confidentiality
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ÅRespect the privacy of students and their families.

ÅKnow the laws ςFamily Educational Rights and 
Privacy Act (FERPA) and Individuals with Disabilities 
Education Act (IDEA).

ÅBe selective with whom you share student 
information.

ÅBe careful and thoughtful about what you say.

ÅRealize that you may notbe able to answer every 
question you are asked.



Communication with Students
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The following characteristics are important when 
interacting with students

ÅHonesty

ÅConfidence

ÅOpenness, care, and empathy

ÅHumor

ω !ŘŀǇǘŜŘ ŦǊƻƳΥмл aŀƴŀƎŜƳŜƴǘ {ǘǊŀǘŜƎƛŜǎ  
Education  Assistants and Paraprofessionals



Guided Notes for Strategies for Communicating with 
Students

Fill in the blanks as you view the next slides. 

Activity #1
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HO #1



ÅActive Listening

ÅSidestep Power Struggles

ÅCatch Them Being Good

ÅModel Prosocial Skills

ÅAlter the Volume and Cadence of Your Voice

Strategies for Communicating with 

Students
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ω 10 Management Strategies for Education 
Assistants and Paraprofessionals, CPI, June 2016



ÅGiving the student total and complete focus

ÅGiving eye contact and keep a friendly and open 
expression on your face

ÅListening closely

ÅWithhold judgement

Active Listening
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Adapted from: 10 Behavior Management Strategies for Educational Assistants & Paraprofessionals  



Instead of trying to force students to do what you want, try 
using these alternatives: 

ÅFind a common interest and build on that

ÅBe friendly. Smile!

ÅUse a one word direction

ÅwŜƳŜƳōŜǊ ǘƘŀǘ άbƻέ ƛǎ ŀ ŎƻƳǇƭŜǘŜ ǎŜƴǘŜƴŎŜΦ

ÅProvide choice

ÅFind a win-win compromise

Sidestep Power Struggles
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Sometimes negative behavior is the only way that students 
can communicate their needs to you. It may be the only 
way they know how to get your attention. Instead of 
reinforcing the negative behavior, try to catch them being 
good. The goal here is to praise the positive behaviors and 
neutralize or ignore the negative behaviors.

Catch Them Being Good
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You can support prosocial skill development by being a 
positive role model. The more that students see positive 
adult interactions, the more likely they are to engage in 
such activities themselves.

Model Prosocial Skills

17



Often we overlook how we can affect the emotional state of 
our students. Emotions can be infectious. When we are 
angry, aggravated, excited, anxious, or nervous, these 
emotional states can impact the state of escalation of our 
students.

Alter the Volume and Cadence of Your Voice
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If you notice that your student is escalating and becoming 
visibly agitated, try these techniques to control your own 
emotions: 

ÅLower the volume of your voice and speak more quietly. 
As you speak more quietly, your student will have to 
become quieter to hear you.

ÅAlter the cadence of your voice and speak more slowly.

ÅModulate your tone of voice and be calm and supportive.

ÅSimplify your vocabulary.

Alter the Volume and Cadence of Your Voice
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Communication with Students

20

As a paraprofessional you might be required to keep 
a log that documents your activities. It is considered 
a best practice to document communication.

Please pause the webinar and look at handout #2.

ω !ŘŀǇǘŜŘ ŦǊƻƳΥ ¢ƘƻƳǇǎƻƴ /ŜƴǘŜǊ ŦƻǊ !ǳǘƛǎƳ 

and  Neurodevelopmental Disorders

HO #2



Final Thoughts on Communication with 
Students

21

Communicating with students should:

ÅSupport independence

ÅPromote student communication

ÅPromote social skills

ÅSupport appropriate behavior

ω !ŘŀǇǘŜŘ ŦǊƻƳΥ ¢ƘƻƳǇǎƻƴ /ŜƴǘŜǊ ŦƻǊ !ǳǘƛǎƳ 

and  Neurodevelopmental Disorders



Effective Communication with Adults

22

How do I ask questions, give suggestions, or 
communicate concerns?

ÅUse good common sense and discretion.

ÅNever imply judgment.

ÅBe sincere, simple, and direct.

ÅBe willing and ready to listen.

ω!ŘŀǇǘŜŘ ŦǊƻƳΥ ¢ƘŜ aŀǎǘŜǊ ¢ŜŀŎƘŜǊΣ t5·t9w¢



Effective Communication with Adults
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What causes communication problems?

ÅLack of time to communicate or plan

ÅUnclear role or task assignments

ÅDifferences in styles

ÅDifficulty adjusting to different work 
arrangements

Å¢ŜƴǳǊŜ ŘƛŦŦŜǊŜƴŎŜǎ ŀƴŘ άŎƻƴƴŜŎǘŜŘƴŜǎǎέ

ω Adapted from:TheMaster Teacher, PDXPERT



Effective Communication with Adults
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When dealing with communication problems

ÅCommunicate on a business level.

Å5ƻƴΩǘ ŎƻƳǇƭŀƛƴ ƻǊ ƳŀƪŜ ŜȄŎǳǎŜǎΦ

Å5ƻƴΩǘ ǘŀƪŜ ǘƘƛƴƎǎ ǇŜǊǎƻƴŀƭƭȅΦ

ÅMake time to communicate.

ÅDeal immediately with problems.

ÅInvolve a third person, as appropriate.

ω !ŘŀǇǘŜŘ ŦǊƻƳΥ The Master Teacher, PDXPERT,



Wrap Up
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Summary
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ά¢ƻ ŜŦŦŜŎǘƛǾŜƭȅ ŎƻƳƳǳƴƛŎŀǘŜΣ ǿŜ Ƴǳǎǘ ǊŜŀƭƛȊŜ ǘƘŀǘ ǿŜ ŀǊŜ 
all different in the way we perceive the world and use 
this understanding as a guide to our communication with 
ƻǘƘŜǊǎΦέ

- Anthony Robbins



Information From Today
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HO #3
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Regional Professional Development Centers



THANK YOU FOR WATCHING!


